AMERICAN LIBRARY ASSOCIATION 
COMMITTEE ON THE CLASSIFICATION OF LIBRARY PERSONNEL 


SUGGESTIONS AND DIRECTIONS FOR FILLING OUT 
THE QUESTIONNAIRE 


The American Library Association Committee on the Classification of Library 
Personnel was created at the meeting of the American Library Association held 
at Hot Springs in April, 1923. Its functions are to gather facts relating to library 
personnel and the rates of compensation paid, to work out a plan of classifying 
library positions, to formulate the qualifications necessary or desirable for the 
successful performance of the duties attached to each class of positions, to indicate 
as far as possible the usual lines of promotion to and from each class of positions, 
to make investigations as to proper rates of compensation for each class of positions, 
to devise tests to determine whether applicants for each class of positions lack or 
possess the qualifications necessary in performing the duties of the positions they 
seek, and to report its findings and recommendations to the American Library 
Association. The Committee, in carrying on its work, desires to proceed in such 
a manner as to secure, as far as may be, general recognition of library work as a 
profession; also to devise such a classification and, if feasible, such a compensation 
plan and such tests as will aid library administrators in handling their current prob- 
lems. The Committee needs definite, reliable, and complete information with regard 
to the duties and responsibilities attached to library positions and certain other 
information for statistical purposes. The Committee hopes that library workers 
will cooperate in furnishing such information by carefully filling out the attached 
questionnaire. 

The questionnaire is intensive. To some extent it asks for the same information 
needed by the Committee of Five on Library Service, two of whose members are 
also members of this Committee. It has been found impossible to combine the 
two questionnaires, as the one for the Committee on the Classification of Library 
Personnel includes questions to be answered by employees, which is not contemplated 
by the Committee of Five on Library Service in its general survey. 


PURPOSE OF THE QUESTIONNAIRE: 


The purpose of the questionnaire is to obtain facts for the Committee’s use. 
Most of these facts pertain to the position rather than to the person holding it; 
some of the facts about the position, however, cannot be expressed without 
reference to the incumbent. Some purely personal data are also needed. The 
Committee will publish nothing with regard to any person, will hold any information 
given it strictly confidential, and will use every effort to prevent such information 
from being used against any employee or library. 

If the Committee is to realize the purposes for which it was established, it 
obviously must have definite, reliable, and up-to-date information with regard to 
enough libraries of various types to constitute a fair sample of library work. In 
particular, it needs such information as the following for representative libraries 
and library organizations: 

1. The functions of the library or library organization. 

. The method by which it was created. 

. The form of organization. 

The amount, source, and expenditure of funds. 

. The size and character of the book collection. 

. The kinds and amount of service rendered patrons. 

. The number and kinds of positions in the organization. 
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8. Details as to each position, including— 
(a) The duties of the position. 
(b) The education and experience of the person holding the position. 


(c) The education, experience, and personal traits which ought to be required 
of a new appointee if the position becomes vacant (these may or may 
not coincide with the qualifications of the present incumbent). 


(d) The compensation of the person holding the position. 
(e) Certain data needed for statistical purposes. 


This questionnaire is intended to secure the information listed under #7 and #8 
above. All the questionnaires for a given library or library organization will also 
throw light on #3. The Committee will secure the other information it needs by 
other means, but the success of its work will hinge largely upon the cooperation 
that library administrators and employees show in giving accurately and fully the 
information asked for on the questionnaire. 


PERSONS. CONCERNED IN FILLING OUT THE QUESTIONNAIRES 


Three different persons have a part in filling out the questionnaire: (1) The em- 
ployee holding the position; (2) The employee’s immediate superior (for the exact 
meaning of “immediate superior” see page 5); (3) The librarian or his representa- 
tive. The steps in filling out the questionnaire are as follows: 


1. The librarian (generally through the clerical staff) will fill out blanks #1 
to #5, inclusive, as a means of identifying the position, and then give the question- 
naire to the employee holding the position. 

2. The employee will answer questions #6 to #17, inclusive, and questions 
#31 to #48, inclusive; after answering these questions he will hand the question- 
naire to his immediate superior. 


3. The immediate superior will answer questions #19 to #30, inclusive, and hand 
the questionnaire to the librarian or some representative designated by him. 


4. The librarian or his representative will answer questions #18 to #26, inclusive. 


The immediate superior and the librarian or his representative are expected to 
read the answers of the employee and, if they consider his answers inaccurate or 
incomplete, to make comments or additions; under no circumstances, however, 
are the immediate superior and the librarian or his representative to alter the 
employee’s statement or to erase or cross out any part of it. 


GENERAL SUGGESTIONS AS TO FILLING OUT THE QUESTIONNAIRE: 


In order to aid in filling out the questionnaire, and to prevent some mistakes 
which might easily occur owing to misunderstandings, the Committee makes the 
following general suggestions: 


1. While very definite information is asked for, estimates’ are sufficient in 


answering such questions as #11(a), #12(b), #14(d), #16(b), and #32 to #47 
if no detailed records are available. 


2. In the case of each library or library organization, the head will inform the 
employee as to whether, in answering questions #32 to #47, (a) detailed records 
of the time spent on the various kinds of work will be kept for a week; or (b), 
estimates of the time will be made by each employee; or (c), no time will be shown, 
but the employee will show by a check mark the kinds of work he does and in the 
blank space under #47 describe his duties briefly in his own words. The Com- 
mittee urges that wherever possible accurate time records be kept for a week. 


3. When the employee is ready to answer the questions, the Committee suggests 
that he read all the questions through before writing anything, then fill in the 
answers either in typewriting or in longhand in ink, and finally reread all questions 
and answers. The Committee also suggests that the answers to questions like #8 
and #47 be first written out on a separate sheet of paper and then copied on the 
questionnaire. The spacing is such that the typewriter may be used to fill out 
the blanks on both the original and duplicate at one operation for all questions 
except 32 to 46, and parts of 7, 19, and 21. 


4. In answering question #18 to #25, inclusive, the Committee suggests that 
the immediate superior and the librarian or his representative first confer as to 
what they consider the correct answers, that if they are in agreement the immediate 
superior give the answers, and that the librarian or his representative then simply 
vrite (only once for all questions on which there is agreement) the words “as given 
by immediate superior” and sign under #26. 
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1. Name of Employee... .._.-- ig LES Eo gio Me a Oe eae ep 
(Surname) (Christian Name) 

2B Payroll Tithe: secs sack soit ose OR sae Ee Sn lg ae ae sad eee S eke Sa ee ae see ewan 

4. Name of. Library... 06 «poonee vou oc dee we Sho Sasso ARS ioe Sade so aewrile were aneeceeeee- 

Au Gity soe ene Rh te see a A OS Sees oe aS eel Stite. gic Bosses ese OUlLeheS ce 

5. Reference Number--___-- -._--- Total Annual Cash Compensation __.--------------------- 


THIS SPACE RESERVED FOR THE USE OF THE COMMITTEE 


A. L. A. COMMITTEE ON THE CLASSIFICATION OF 
LIBRARY PERSONNEL 


Atthe meeting held in Hot Springs in April, 1923, the American Library 
Association created a special Committee to cooperate with the Bureau of 
Public Personnel Administration (of the Institute for Government Research) 
in a study of library positions and the manner in which they may be grouped, 
named, and compensated so as to aid in securing proper recognition for the 
library profession and in carrying on effective library administration. 

The Committee needs definite, reliable, and complete information with re- 
gard to the duties and responsibilities attached to library positions and certain 
other information for statistical purposes. The Committee hopes that library 
workers will cooperate in furnishing such information by carefully filling out 
this questionnaire (see detailed directions in the printed leaflet attached). 


QUESTIONS TO BE ANSWERED BY THE EMPLOYEE HOLDING THE POSITION (numbers 6 to 17, inclusive) 


cy cog ee eee I ens oe «(b)-Date-of birth. -..2..2..d seve hee 


(Male or Female) 


7, Extent of education (draw a line around the highest grade or year completed or fill in blanks) : 


; (c) Single, married, widowed, divorced... ...-.----.-------------------------- 


(a) Elementary 1 2 3 45 67 8; 


(c) Normal school 1 2 3 4; (d) Business school 1 2 3 4; (e) College (give name and degree))-....--.----------------- --+- +--+ --2- -222 een =e eee pie Ba Be 
(f) Library school (give name and degree) | ..--. 2-2 ---- --2- = 22+ boat Sone ata ee oe ann sate ate ae annem nntawnnce cane anne cercee motes 1 2 3 4; (g) Post-graduate 
work: Institution. 22.002 222 Sea RS a. Ads a Kind core seyssgse mee ee deere Amount ,.0ta<chtenes Wegreestsock=. ss secs 
PER- (h) Summer library courses: Weeks attended -_-_-------- Date attended __._-.------ Nanie.of Inatitution = vtecaet on a eee ews Ss 3 a kee (i) Library training class : 
SONAL Name of ibraty 2222 2 ee ee Chey ie. ikaeeralacl. n2ltceet. each Length of attendance_......------- Date of attendance_...--------------- 
DATA (j) Library apprentice class: Name of library--.-..------------ -------- ------------++ 00-07-77 Oat Yipee s date hs fee acaicbhaps eee xe Length of aitendance-_-.-_---- 
(Needed (k) Cantivoudanes courses > Name of institution Sh4. Sssetaliawa. i aed. Sac ce cdeeeps she ~ Ses - Gorse: tess Lessons in course. ..-Lessons completed ---- 
Sie 0) Other sec cr to nea steak «err saeta tera yiaa rae a aetna owe sn es ni ROE BE ONG AEBS cease oe hae eee nantes ane aa ag le 
Purposes) 8. Kind and amount of library experience up to date, excluding training in a library (give positions in order with last position first): 
Date Library Title of Position Rate of Pay | Date Library | Title of Position Rate of Pay 
thi, Depaningat, A Mbtgay _, Saag 
(Main or Branch Library) 
10. Fill out the table at the right so as to show your actual hours of work for 
on ids a heres number of hours of overtime per month ..--.--..-- (b) During Mon, | Tue... | Wed. | Thur. |Frl. Sat, Sun. |Holiday 
ANT what months 3 2to.20 Sioa 560 lee aha Be wares Sipe Sig be 5 - sings os (a) Time of begitining.«.| 2.20722) 2.24 swank eect Sie eee] deste ee oe ee oad Bee 
HOURS 1 19 fa\ Niumbher of dave of annual leave with bav Allowed {tiesto eeec ccc. | (Ch) Tide of etiding volelvteseet 2 see ews | edie | CRE NS see ak | See ae ener 
- — ern a Se ae eee 


NF A et 0 ef SY SE home Ge 


NEE EE Belo Cte A. L. A. COMMITTEE ON THE CLASSIFICATION OF 
2. Payroll Title... Adtran Oi a (Christian Name) LIBRARY PERSONNEL 
OO CT UC NOLTMINT AMO Ok Mi NUANCES Gan aaa CAR HE At the meeting held in Hot Springs in April, 1923, the American Library 


Association created a special Committee to cooperate with the Bureau of 
Public Personnel Administration (of the Institute for Government Research) 


wee eee we ee ee ee nee 
TO mm ee ee ee Re ee Be ee 


me Oty RAC ATISURL h  ABGL 1 ; : : ; 
TERE OORT RET ALS State. -.------2--e2e---eeeee-ees | in a study of library positions and the manner in which they may be grouped, 
5. Reference Number__..__ _____- Total Annual Cash Compensation _._....-_.. ---..24----- named, and compensated so as to aid in securing proper recognition for the 
library profession and in carrying on effective library administration. 
pis ye die AN ae yee é 
THIS SPACE REGERVED ROR CINE SR OR Chun COMMITTEE 7 The Committee needs definite, reliable, and complete information with re- 
gard to the duties and responsibilities attached to library positions and certain 
other information for statistical purposes. The Committee hopes that library 
workers will cooperate in furnishing such information by carefully filling out 
this questionnaire (see detailed directions in the printed leaflet attached). 
QUESTIONS TO BE ANSWERED BY THE EMPLOYEE HOLDING THE POSITION (numbers 6 to 17, inclusive) 
6. (a) anes) a cae ye (hb) Dateot birth. 02.0 CUE a PRO AS Rane Smet ks EL Ut :\(c) Single; married, widowed, divorcedei iio ).sou 2 Wor iad es ee a 
ate or Female 
ip Extent of education (draw a line around the highest grade or year completed or fill in blanks) : (a) Elementary 1 2 3 4 5 67 8; (b) High school 1 2 3 4;_ 
(c) Normal school ‘1 2°34;  (d) Business school 1 2 34; (e) College'(give name and degree) i. ote esse ibe lee ele ee eee ele I Be fas en | 
G) Library school (give nameland ‘degree )') 000 An RNS eR OO a aa AN Na a ee Se a 1 2 3 4; (g) Post-graduate 
WMOTK DR NStitOtON joel ect una ras SOs SERIA) aN RS) OCR Eye BE Bey Gmc na em ee Kin dist Ra aime Amountin) ue Depree isin Tess 
PER- (h) Summer library courses: Weeks attended_____._____- Date attended _____.____-- Nameiof Instiqu tion) aioe eis a eeias soa ates onieay (i) Library training class : 
SONAL | Nameiaitibrary 2030 GOO d Bema ii VA GTR fi 9 GLASER A OME Leg EAI AC RRR og ONO La Length of attendance_____...-..--- Date of attendance. 24.0.0) P300 ue. 
DATA (j) Library apprentice’clasa's' Name ‘ol library 20 eevee Ue an ye Us Ua CR City pia set, Sai ALG a eras eae Length of attendance__.___--- 
; tan (k) ‘Correspondence coursés’s: Name of institution. 0/2) 8.2.0 SLs ae a a Courses ge wun ub Lessons in course_..-Lessons completed... - 
or 
Statistical | (1) Other ________--- 2a ---- nnn ene nnn nnn ne ennai nnn nnn nnn nnn nnn net ene cen ncn tne cnn nen te nen nena nen seen cen nnn tana enten 
Purposes) 8. Kind and amount of library experience up to date, excluding training in a library (give positions in order with last position first): 
Date Library Title of Position Rate of Pay Date Library | Title of Position | Rate of Pay 
ENS i eS CEO MSM NAIA AMD FODLAL Ge AOT RA MOAR SCOTIA cA (Be encase Car Ng AG gic at Se MM Picalicol ss as ACN MC MER ED PPE SS Rouge iy 
Oi aboPlace tor work 2 U0 Sci Awa i ears hi aN Ee ea Mag Laat (b) Department. of library i 0 I os YN. RTA | VARS 
(Main or Branch Library) 
10. Fill de the table at the right so as to show your actual hours of work for 
PLACE a week. 
11, (a) Average number of hours of overtime per month .._.__.__- (b) During Mon. Tue. Wed. | Thur. Fri. Sat. Sun. | Holiday 
AND 
RUGE TOTES Be SUL a eRe AE en PAL noise ST (a)'Time of beginning oo) 2o 000) oe UU er ane CEN ts em Oe aes 
HOURS 
12. (a) Number of days of annual leave with pay allowed____....._-_-..--.-- (b) Time of ending 2 Oy eho Nig ls er hag TS os a dhe te AE me 
OF 
(b) Number of days of anriual leave taken in 1923 -___-.___--.------------ Co} Mittuteés: for hamch a Sr ecg TE Ne EN STIR SAL TR SRE SS ORNL ah ON SO Dae 
WORK 
(c) Number of days of sick leave with pay allowed ---.-.--..-.---------- (d) Net horses es ea ae | BC se hidabh | Spa Hlian PS URE Bins See WiaD MB ea IIL ME Sa 
(d) Number of days of sick leave taken in 1923 _.......------------------ (e) Net hours (not including time for lunch) for the week -__._________-_---_--__-_-__- Ll. 
13. (a) Present rate of pay, exclusive of bonus, $_.....-..-..------------ Der ew ae (&) Bontis $300 ee ee 2 guia iam RUB ERC RAORL SCN Wi sshd a Bg ielna 
COMPEN- 34 Rate of pay: (a) Overtime < eee es enw name eee 3 (b) Holidays coe ea wlan e alae oo el 3 (c) Sundays DO pape A Han ay 8 4 (d) Total amount of such pay in 1923 RS a pate hai, 9 AUR OP Lea 
SATION 15. (a) Is compensatory time off for overtime or irregular work allowed ?__....-.---- (b) Lf s0;-in what proportion? i) Jo 05. a Re ee a Poe Na 
16. Indicate any other remuneration, meals, supplies, perquisites, or allowances received : (a) Kind. __......-.--......------------------------ (b) Value per year $--_-_..._..__- 
17. Indicate any supplies or equipment you furnish at vour own expense : (a) Kind_-_._....--.-.-.-------------.-----------------+-+--------- (b) Annual cost $2220.00 bd 
ANSWERS BY IMMEDIATE SUPERIOR ANSWERS BY LIBRARIAN OR HIS REPRESENTATIVE 
18. ills easel pees NONE | ELEMENTARY SCHOOL | | HIGH SCHOOL _NONE | ELEMENTARY SCHOOL | HIGH SCHOOL 
position have? (Use ‘‘r’’ | 1 Dae aS ON Ou eta ee ee | J ROT MRR Pie bred Aan ius Be | |2 [3 |4 
(oghdicate sequiTed aha) pr re a one Ud Wis ea aoe 
25>" desired.) | COLLEGE | POST GRADUATE | LIBRARY SCHOOL | COLLEGE | POST GRADUATE | LIBRARY SCHOOL 
EDUCA- Pee ta a LO a Td We lee ae (a 12S pa [eae ae ees 
(a) .. Literature (b) -.Physical sciences (c) --Social sciences (d).-Applied|(a) __-Literature (b) -_Physical sciences(c) __Social sci ; 
Te. i119. Check or list the subjects| Science (technology) (e) __-Science of education (f) History (g) --Trade|science (technology) (e) geanee of Education (kk: ey Gi te 
AND 9. sear considerable|and commerce (hy ei rine arts (i) .__Typing (j) -- Politics and i nermypt commerce (h) __-Fine arts (i) __.Typing (j) Politics and economics 
EXPERI knowledge is required. |(k) Foreign languages (list). ...-. ---- POLAT Ty Ue TICS ani i ane aR (k) ‘Foreign languages (list) 0s A Se Ee 
q Gd) Other subjects (isthe. Lea eke ee ee @) Other subjects (list) ti. Se ie 0 sie a ano de 
ENCE 
20. Indicate the kind and 
amount of experience a 
new appointee to this 
position should have. 
: by “I” tay ae Good dress and appearance (b) -___- Courtesy (c) ----- Accuracy|(a) _.... Good dress and appearance (b) _____ C I BE 
21 “Anrep bas it ireneore (ae LL Dispatch (e)___-Sense of order (f)____Initiative (g) al Endurance aaa anata meray (e)____Sense of order (Ear Rested ote’ BR es 
pr a L ant a new appointee to|(h)..--Hearing (i)..-.Tact (j) ---. Memory (k) Other traits (list) ..-..---- h)___-Hearing (i) .__-Tact (j) -... Memory (k) Other traits (list)_________ 
TRAITS this position should haves) iy dey Ween ais NAAR ila WUE wn SCM Aa OHS TELLS DA 
and by “Ll” traits of lesser] AP ee eR ORO ie i i ie 
amportances) (0/0) 0 MN leanne eh Ree neem SAS A ee a Be aE aaa aaa Se a 


22. What are the geome 

pertaining to this position? 

23. What are the era 

OTHER features of this position ? 


. What age limits and sex | 
MATTERS |4 are Neaoble ? 

25. Whatare the normallines|From : 
of promotion for this 
position ? To: nan Mea Wee ah 

26. Have you read the an-|_...------ Corrections or additionas i) eye ee RN Nor ila ae as Te Corrections or additions : : 
swers of the employee as|( Yes or No) 
given on both sides of 

CERTIFI-° this card? If you think 
the answers are inaccu- 
CATE rate or incomplete, indi- 
cate corrections or addi- 
vonsheréorbn a sepitate| (Gisnbdicoo devant Mab coe Moke SCC ay Ub ATL Nae Cg tie WL ea DOR ea | 
oy Lnapmatues of 4 mioneaeate ee aror) (Signature of Librarian or his Representative) Rt eh GMT et 


THIS SPACE RESERVED FOR THE USE OF THE COMMITTEE 


QUESTIONS TO BE ANSWERED BY IMMEDIATE SUPERIOR (27 to 30 inclusive) 


Bry Customary ttle ver inositron i es OTE Ra EE Eh Gf ty Bd Ike 


28. (a) Is this a full or a part time position?..._____ 
(c) If part year, during what months is it filled? 


29. Check the answers applicable or fill in the blanks to indicate the extent of your supervision over the employee holding this position: 


ee ee ee a re ee Oe eR ee SS Ee ee Sw SS eS ee 


(b) Is this an all or part year position?-------- 


(a)_.--Must be instructed 


regarding the details of the work and closely supervised in its performance. (b)----Familiar with details but must be closely supervised as to application to 


work and performance. 


(c)----Knows work thoroughly; subject to general supervision only. 


(id) 2 Other, 


Give details 


30. I hereby certify that I have answered the questions above numbered 27 to 29 and that toe the best of my knowledge and belief the answers are correct, 


1924. 


pod Pg ehoye Rial dais i isk AR, SAM Rapa NT 


(Signature of Immediate Superior) 


QUESTIONS TO BE ANSWERED BY EMPLOYEE (31 to 48, inclusive) 


31. Check the answers applicable and fill-in the appropriate blanks to indicate the extent to which you supervise or direct others: 


Customary title-__-_ 


PRR In eC PB Rc Re en ea ee eee aaa e ace een a a saad TAD V=HRATIRNANT PID USED TT IRTUIN W BLET TG Lea IL Ta aU Sea 


(a)---_No supervision. (b)----Nominal supervision over others, such as assigning work or keeping time records. Number of employees thus supervised----. 


(c)_---Immediate supervision over others, according to prescribed plans and rules, including the instructing of employees, reviewing their work, maintaining 
order and discipline, and assigning work. Number and kind of employees thus supervised---------------------------- === nnn nnn nnn nn 
(d)----Full independent supervision over others, including planning, issuing instructions, making rules, dividing work, determining its flow, and maintaining 


order and discipline. 


(e)__--Other supervision over others. 


in your own words under #47. 


FA Era ee ee eee ee ee a ee ea once eee ee case MEAT TSE FAY OSEESTSEAN PAVED 2201 1 AMT RIT aI GALT LRA Teed FELSSTN ENE DG ETTORE NSO ST el LNT RRC: 


32. Book and periodical selection: 
(a)_---Reading book reviews. 
(b)_---Checking catalogues and lists. 
(c)----Making lists on subjects 

asked about. : 
(d)_---Listing books to fill in gaps 

in library collection. 
(e)_----Listing books for children. | 
(f)_---Listing duplicates or substi- 

tutions. ; 
(g)----Discussing books in confer- 


ence. 
(h)---- Examining books sent on ap- 
proval. 
(i). ce Other related work. 
33. Book and periodical ordering: 


(a)__--Getting facts from trade cat- 
alogues. : 

(b)_---Making out order lists. 

ay RiGheokiae and filing orders. 

(d)__.-- Corresponding with pub- 
lishers and book dealers. 

(e)----Acknowledging and record- 
ing gifts. : 

(f) ----Handling serials and con- 
tinuations. 

(g)----Ordering government docu- 
ments. 

Ch) ce Other, related work. 

34. Accessioning: : 
(a)----Keeping accession records. 
(b)----Copying accession data in 


new books. 
(c)----Stamping new books. 
(d) ux Other. related work. 
35. Classification: | , f 
(a) a eo classification num- 
ers. ; 
(b)_----Assigning subject headings. 
c)----Assigning book numbers. 
(d) ---- Other related work. 
36. Cataloguing: 
a)----Reference and research work. 
(b) ---- Writing cards by hand. 
(c)_----Typing cards. 
(d)_---Revising cards. 
(e)__--Sheif listing. 
(f)_.2 Filing cards. , 
(g)----Preparing copy and reading 
proof. 
(h)_2 Other, related work. 
37. Preparing books for shelves: 
(a)----Writing, printing, and post- 
ing numbers in books. 
(b)----Shellacing books or labels. 
(c)----Pasting slips im books. | 
(d)----Stamping or writing notices 
in books. 
(e) ---- Pasting book plates 
pockets in books. 
(f) ----Making out book cards. 
toy Other related work. 
38. Other book work: 
(a).---Mending books. __ 
(b)----Binding and rebinding books. 
(c)----Discarding books. | 
(d)_.--Cleaning and mending books. 
(e) ----Examinin books for mend- 
_ ing, binding, or discarding. 
(ft) Other related work. 
39, Registration: 
(a)_---Dealing with new readers. 
(b)----Passing upon applications. 
(c)_---Lost card work. 
(d)_---Handling changes of address. 
(e)----Renewing applications. 
(f)__-_Other related work. 


and 


Number and kinds of employees thus supervised 


Give details and the number and kinds of employees thus supervised__-.---------------------~--------------- =" -—— 


40. Circulation: 
(a)----Helping readers on the floor. 
(b)-.--Answering readers’ ques- 


tions. 
(c)..--Charging and _ discharging 
books. 
(d)_...Handling reserves. 
(e)-._..Handling overdues. 
(f£)__--Sorting and filing book cards. 
(g)---.Counting book cards. 
(h)-.--Slipping or carding books. 
(i)--__Keeping circulation statistics. 


(j)----Revising shelves. 
(k)...Getting out and replacing 
books. 


(1)_--- Other related work. 

41. Children’s library work (other than 

circulation) : 

(a)... Registration work. 
(b)_--._Reference work. 
(c)-...-Story hour work. 
(d)_---Club work. 
(e)_.--Visiting schools. 
(f{)----Visiting homes. 
(g)----Preparing bulletins and lists. 
(h)_---Other related work. 

42. Reference and related work: 

(a)----Answering telephone 
tions. 
(b)-.--Making wanted lists. 
(c)----Making lists on timely sub- 
jects. 
(d)_.--Looking up information for 
callers. 
(e)----Looking up information for 
answers to letters. 
(£)----Collating books. 
(g)----Proofreading printed lists. 
(h)-.--Reading, checking, and clip- 
ping periodicals and book 
; reviews. ; 
(i)-_--_Preparing material for the 
“vertical file.” 
(j)----Picture collection work. 
(k)-.-_ Revising shelves. 
(1)_---Other related work. 
43. Periodical room work: 
(a)----Helping readers. 
(b)----Recording periodicals re- 
ceived. 

(c)----Putting periodicals into bin- 
ders and folders. 

(d) ..-- Preparing periodicals for cir- 


ques- 


culation, 

(e)----Preparing periodicals for 
binding. 

(f)----Writing for indexes. 


(g)-.--Keeping bindery records. 
(h).---Handling exchanges. 
(i)----Other related work. 

44, Extension and related work: 
(a)_.--Stations and deposits. 
(b)----Traveling libraries. 
c)_..-Home libraries. 
(d)----Work in institutions, fac- 

tories, etc. 
(e)_---_Book wagon work. 
(f)-.--School library work. 
(g)----Forming outside contacts. 
(h)__-_Other related work. 

45. Clerical work: 

(a)----Bookkeeping and_ related 
work (give details under 


+47). 
(b)--.-Filing (give details below 
under #47). 


@ appropriate blank spaces the approximate nun 
If the figures do not indicate clearly the nature of your work, 
“Note "to (Fees: ” If you wish to, also describe your work 


(c)----Typing (give details below 
under 747). 

(d)----Taking dictation and tran- 
scribing notes (give details 
under 747). 


(e)---- Dictating correspondence 
(give details under #47). 

(f)...-_Keeping personnel records. 

(g)----Purchasing, storing, and is- 


suing supplies and equip- 
ment (give details under 
#47). 

(h)_---Mimeographing and _ multi- 
graphing (give details un- 
der : 

(i)_.--Other clerical work (give de- 
tails under #47). 

46, Administrative and related work: 
(a)_---Interviewing and examining 


47, Other work of any character not included above. 


OU do eR Nese BOD ard VEN ORY AE a en eae Tae 


applicants for positions. 


(b)_--_Instructing new appointees. 

(c)_---Teaching library training 
classes. 

(d)----Interviewing publishers’ 
agents. 


(e)----Visiting branches and _ sta- 


tions. 

(£)----Conducting or attending staff 
meetings. 

(g)----Doing publicity and personal 
contact work, including per- 
sonal interviews. 

(h)_---Preparing and _ delivering 

; speeches and articles. 
(i) TE gee Se with staff mem- 


ers. 

(j) ----Making schedules for staff. 
(k)_.._Other related work. 
Describe each task in 


some detail in a separate paragraph and in the column at the right give the 


approximate average number of minutes per week the task takes. 


Give here 


also details as to any questions above where additional information is 
needed (give the number of each question). 


eee cee eee ee eee ee ee ee ee ee ere eee ee es ee ee ee ee ee ee Se - ee es ee oe 
eee ee _ _ 


ewe ees oes ee ee ae a ee ee ee 


ee ee ee ee ee pee ee ee ee es ee ee ee ee ee ee ee ee 


ee es ee ee ee es me ee ee ee ee a ee 


ee es ee ae ey ae a ee a ee 


ce ee ee a a ee ee ee ee ee ee ee ee 


es ee es ee ee ee ee ee ee 


48. I hereby certify that I have answered the questions above numbered 6 to 17 and 31 to 47 and that to the best of my knowledge and belief the answers are correct 


10 FS SOAR aE NUR UPR Ape IE Py LE 


(Signed) oe ie een nn enn nn ope 


(Signature of Employee) 


Customary ‘tithe. oo ee ai ea ea a 


COMPEN- 
SATION 


> 


Sen . eee lll lS = 


= 


(c) Number of days of sick leave with pay allowed 
(d) Number of days of sick leave taken in 1923 


17. Indicate any supplies or equipment you furnish at vour own expense : (a) Kind 


(b) Value per year $ 
(b) Annual cost $ 


EDUCA- 
TION 
AND 

EXPERI- 
ENCE 


ANSWERS BY IMMEDIATE SUPERIOR 


ANSWERS BY LIBRARIAN OR HIS REPRESENTATIVE 


18. What education should a 
new appointee to this 
position have? (Use 


NONE ELEMENTARY SCHOOL HIGH SCHOOL 
[2 13 14 15 16 17 18 [1 12 13 |4 


r 
to indicate required and 


“*d’? desired.) 


NONE | 


ELEMENTARY SCHOOL | | HIGH SCHOOL 
J 28 44 19 46. [8 Pha e peel 
| COLLEGE | POST GRADUATE | 


LIBRARY SCHOOL 


| 1 
| COLLEGE | POST GRADUATE | LIBRARY SCHOOL 
A Ya Be SS es UR a ei Se ee One a 


jk [2-43 | 4]1 [2-13 Jari 2 parf4 


(a) ._-Literature (b) ..Physical sciences (c) _.Social sciences (d)__Applied 
science (technology) (e) _..Science of education (f) __History (g) __Trade 


ist the subject 
19. Check or list the eubjects and commerce (h) .__Fine arts (i) ._. Typing (j) -_ Politics and economics 


in which considerable 


knowledge is required. |(k) Foreign languages (list)............-...------------------------------ 


(1) Other subjects (list) 


(a) __-Literature (b) __Physical sciences(c) __Social sciences (d) __Applied 
science (technology) (e) -__Science of Education (f) _.History (g) _. Trade 
and commerce (h) __-Fine arts (i) __.Typing (j) _-Politics and economics 


(k) Foreign languages (list) 
(1) Other subjects (list) 


20. Indicate the kind and 
amount of experience a 
new appointee to this 
position should have. 


PER- 
SONAL 
TRAITS 


21. Indicate by “‘I’’ personal] (a) Good dress and appearance (b) Courtesy (c) Accuracy 
traits which it is import-|(d)__._Dispatch (e)__._Sense of order (f)____Initiative (g) .... Endurance 
ant a new appointee to|(h)_...Hearing (i)_...Tact (j)_... Memory (k) Other traits (list) 
this position should have 
and by ‘‘LI’”’ traits of lesser 
importance. 


(a) Good dress and appearance (b) Courtesy (c)_.... A 
(d)__._Dispatch (e)__-_Sense of order (f) ____ Initiative (g) ____ Endure 
(h)___-Hearing (i) ..__Tact (j) .... Memory (k) Other traits (list) 


OTHER 
MATTERS 


steues| 
_ pertaining to this position? 


ies 
features of this position? 


24. What age limits and sex 
are desirable ? 


25. Whatare the normallines 
of promotion for this 
position? _ 


CERTIFI- 
CATE 


26. Have you read the an- Corrections or additions: 
swers of the employee as 
given on both sides of 
this card? If you think 
the answers are inaccu- 
rate or incomplete, indi- 
cate corrections or addi- 
tions here or ona separate 
sheet. 


Corrections or additions : 
(Yes or No) 


(Signed) 


(Signature of Librarian or his Representative) 


Date___-__............1924. Customary title 


INDEX TO INDIVIDUAL QUESTIONS: 


The Committee has prepared a ready reference guide telling specifically how to 
answer each of the questions on the questionnaire, especially where there can be 
any doubt or uncertainty as to just what information is desired. This reference 
vuide, with the information arranged according to questions on the questionnaire, 
is as follows: 


QuEsTIONS | To 5, INCLUSIVE, TO BE FILLED IN BY THE LIBRARIAN 


(Note: This information is needed merely for identifying the card and position. 
It is assumed that ordinarily these five questions will be filled in by the clerical staft 
of the library.) 


Question 1. Name of employee. Give the name of the employee as it appears on 
the payroll, with the surname first. 


Question 2. Payroll title. Give the title of the position as it appears on the payroll. 


Question 3. Name of library. Give the official designation of the library; for 
example, Public Library of the District of Columbia or Enoch Pratt Free Library. 


Question 4. City-__-State. Give the name of the city in which the library or 
library organization has its headquarters and also the name of the state. 


Question 5. Reference number-_---. Total annual cash compensation. The ref- 
erence number is merely an arbitrary number assigned to each of the various 
questionnaires in order to make it possible to rearrange them in a given order. It 
is suggested that the first name appearing on the payroll be labeled number 1, the 
second number 2, the third number 3, and so on; or if the cards are arranged by 
departments or other organization units that they be numbered serially in one series 
for the whole library or library organization. The total annual cash compensation 
is meant to include the total cash payments calculated on the annual basis and 
including any cash bonus. 


QuEsSTIONS 6 TO 17, INCLUSIVE, TO BE ANSWERED BY THE EMPLOYEE 
HOLDING THE POSITION 
Question 6. No explanation is required. 


Question 7. Extent of education. The form is designed to make it easy to give 
the information required under the various divisions through the drawing of circles 
around figures or filling out blanks in brief form. Be careful to give the facts as 
exactly as possible. 


Question 7(a). Elementary. Draw a circle around the figure indicating the high- 
est grade you completed in the elementary schools up to and including the eighth 
grade. 


Question 7(b). High school. Draw a circle around the figure indicating the high- 
est year you completed in the high school. 

Question 7(c). Normal school. Draw a circle around the figure indicating the 
highest year you completed in a normal school. 

Question 7(d). Business school. Draw a line around the figure indicating the 
highest year of work you completed in a business school. 

Question 7(e). College. Give the name of any college you attended and indicate 
any degree you received; also draw a circle around the figure indicating the highest 
year of work you completed in college. 

Question 7(f). Library school. Give the name of any library school you attended 
and of any degree you received and draw a circle around the figure indicating the 
highest year of work you completed in a library school. 

Question 7(g). Postgraduate work. Give the name of any college or university 
in which you, did postgraduate work, if any; indicate the kind of course you took 
or the work in which you majored (say history, English, literature, or mathematics) ; 
the amount of postgraduate work you did in years; and the degree or degrees 
you received, if any. If you did postgraduate work in more than one institution, 
give the same information for each one, using any blank space in the body or 
margin of the questionnaire if necessary. 

Question 7(h). Summer library courses. Give the number of weeks you attended 
aay library summer school, the year or years you attended, and the name of the 
school. 

Question 7(1). Library training class. Give the name of any library in which 
you attended a training class, the name of the city in which the library is located, 
the number of weeks you were in attendance, and the year or years in which 
you were in attendance. 
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Question 7(j). Library apprentice class. Give the name of any library in which 
you took an apprentice course, the name of the city in which the library is located, 
and the number of weeks or months you served as apprentice. 


Question 7(k). Correspondence courses. Jf you have ever taken a correspondence 
course, give the name of the school giving the course, the kind of course taken, 
the number of lessons in the course, and the number of lessons you completed. 


Question 7(l). Other. List any other educational work, such as private courses 
under a tutor. 

Question 8. Kind and amount of library experience up to date, excluding training 
in alibrary. List in order (with the last position you held listed first) every position 
you have held involving library work, giving in each case the name of the library, 
the title of the position you occupied, the length of time you held the position, the 
inclusive dates during which you occupied the position, and, if you are willing to 
give it, the salary you received. Show also any teaching experience in a library 
school. If more space is needed give this information on a separate sheet of paper 
and attach the sheet permanently to the card. 

Ouestion 9(a). Place of work. Indicate whether you work regularly in the main 
library or in some branch library; if in a branch, give its name. 

Ouestion 9(b). Department of library. Indicate the department or division of the 
library in which you work, as the cataloguing department or the reading room. 

Ouestion 10. Fill out the table at the right so as to show your actual hours of 
work during the week covered by the study. There is a column for each day in 
the week, as well as for holidays, with space to indicate the hour of beginning, the 
hour of ending, the minutes for lunch, and the net hours per day. On the line 
“minutes for lunch’ show the actual number of minutes that you were away from 
your work. Do not fail to show for each day the number of net hours you work; 
that is, the number of hours from the time you begin until you leave off work minus 
the time taken for lunch. Likewise do not fail to fill out the blanks showing the 
net hours (not including time for lunch) you work during the week. 


Question 11(a). Average number of hours of overtime per month. By overtime 
is meant time beyond the regular working hours as shown in the table under 
question 10. If the hours of overtime are irregular, give the average for a consider- 
able period, say six months or a year. Overtime should include any library work 
(such as reading books) which you are required or expected to do at your own 
home or elsewhere. 

Question 11(b).-During what months? Indicate the months during which you 
have been required to put in any overtime beyond two or three hours in the last year. 

Question 12(a). Number of days of annual leave with pay allowed. Give the 
number of days of annual leave with pay (that is, vacation) you are allowed 
according to the library rules or regulations or other established practice. 

Question 12(b). Number of days of annual leave taken in 1923. Give the actual 
number of days of annual leave with pay you were allowed during 1923. 

Question 12(c). Number of days of sick leave with pay allowed. Give the number 
of days of sick leave with pay you are allowed each year according to the library 
rules or regulations or other established practise. 

Question 12(d). Number of days of sick leave taken in 1923. Give the actual 
number of days you were absent in 1923 because of sickness for which you were 
allowed pay. 


Question 13(a). Present rate of pay, exclusive of bonus. Give the rate at which 
you are paid in dollars per year, month, week, day, or hour. 

Question 13(b). Bonus. If you are allowed any cash bonus in addition to your 
regular pay, give the amount in dollars per hour, day, week, month, or year. 

Question 14(a). Rate of pay for overtime, holiday, and Sunday work. If you re- 
ceive no such pay, make a dash in the space following the question; if you are paid 
for such work, give the rate in dollars or cents per hour or day. 
_ Question 14(b). Total amount of such pay in 1923. If you received pay for over- 
time, holiday, and Sunday work, and the records are available, give the exact 


amount of such pay you received in 1923; if no records are available, estimate the 
amount as nearly as you can. 


Question 15(a). Is compensatory time off for overtime or irregular work allowed? 
By compensatory time is meant time off during regular working hours in return for 


time worked beyond regular working hours for which no additional pay is allowed. 
Answer the question yes-or no, 
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Question 15(b). If so, in what proportion? If compensatory time off is allowed, 
tell whether it is hour for hour or two hours off for each hour of overtime, Sunday, 
or irregular work, or some other proportion. 


Question 16. Indicate any other remuneration, meals, supplies, perquisites, or 
allowances received. Such remuneration may take such forms as uniform, lunch 
free or at reduced rates, payment for meals when overtime work is required, allow- 
ance for car or bus fare when the place of work is relatively inaccessible, the 
privilege of buying books through the library at library prices, or living quarters 
for watchmen or janitors. Under (a) indicate the kind or kinds of remuneration 
received, if any, and under (b) the value per year as nearly as you can estimate it. 


Question i7. Indicate any supplies or equipment you furnish at your own expense. 
Such supplies or equipment may include such things as a complete or partial uniform, 
an automobile, or in some cases desk or other equipment. Under (a) indicate the 
kind of such supplies or equipment, if any, and under (b) the annual cost which 
you are required to incur as nearly as you can estimate it. 


QuEsTIONS 18 To 26, INCLUSIVE, TO BE ANSWERED BY THE IMMEDIATE SUPERIOR OF THE 
EMPLOYEE HOLDING THE POSITION AND BY THE LIRRARIAN OR HIS REPRESENTATIVE 


(Note: By “immediate superior’ is meant the person to whom the employee 
holding the position ordinarily reports, from whom he receives assignments and 
instructions, and with whom he deals in cases of ordinary discipline. It is intended 
that the immediate superior shall give certain information with regard to the 
qualifications which ought to be possessed by an employee holding the position, 
information regarding the position in addition to that given by the employee, and 
any comments on the employee’s answers which he thinks are necessary; also that 
the librarian or somebody representing him cover most of the same points. If 
desired, the librarian or his representative may indicate merely that he agrees with 
the information given by the immediate superior but he may give answers which 
do or do not agree with those given by the immediate superior.) 

Question 18. What education should a new appointee to this position have? In 
answering this question the immediate superior and the librarian or his representa- 
tive should tell what education they would desire and would require if the position 
should become vacant and have to be filled by a new appointee. The education 
desired and required may not accord with that of the person now holding the 
position. Write the “r”’ or “d’ over the figure in the appropriate space. 

Question 19. Check or list the subjects in which considerable knowledge is re- 
quired. Place a check mark in the blank space before each of the subjects listed, 
(a) to (j) inclusive, in which the person holding the position should have consider- 
able knowledge. If considerable knowledge in any other subjects is required, list 
such subjects under (1). 

Question 20. Indicate the kind and amount of experience a new appointee to this 
position should have. ‘The immediate superior and the librarian or his representative 
should indicate the kind and amount of experience they would desire in a person 
appointed to this position if it should become vacant and have to be filled. This 
may be quite different from the experience of the person now holding the position. 

Question 21. Indicate by “I” personal traits which it ts important a new appointee 
to this position should have and by “LI” iraits of lesser importance. The opinion 
of the immediate superior and of the librarian or his representative with regard to 
certain personal traits: which a new appointee to this position should have are 
desired. These personal traits may be quite different from those possessed by the 
person now holding the position. 

Question 22. What are the difficulties pertaining to this position? It sometimes 
happens in library work that there are certain difficulties connected with a position, 
such as sitting continuously at a desk doing work trying on the eyes, dealing with 
patrons of the library who consider themselves aggrieved, or having a wide range 
of knowledge in several different fields. State briefly any such difficulties con- 
nected with this position. 

Question 23. \What are the attractive features of this position? List any features 
in connection with the position which make it attractive or desirable, such as oppor- 
tunity for rapid promotion, contact with influential people, or research in a new 
and interesting field. 

Question 24. What age limits and sex are desirable? If it is desirable that a new 
appointee to the position be within certain age limits, give these limits. If it is 
desirable that the new appointee be either a man or a woman, indicate this fact. 
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Question 25. What are the normal lines of promotion for this position? After 
“from” indicate the titles of the library positions (or other sources) from which 
new appointees are ordinarily recruited and after “to” the titles of the positions to 
which capable employees are ordinarily advanced when vacancies occur. 


Question 26. Have you read the answers of the employee as given on both sides 
of this card sheet? If you think the answers are inaccurate or incomplete, indicate 
corrections or additions here or on a separate sheet. Indicate by “yes” or “no” 
whether you have read all of the answers given by the employee on both sides of 
this card. (It is desirable that both the immediate superior and the librarian or 
his representative read every answer.) If any of the answers given by the employee 
appear to be inaccurate or incomplete, make any additions or corrections that you 
consider desirable but do not erase or alter any answer as given by the employee. 
If more space is needed, place the additions or corrections on a separate sheet 
exactly the same size as the card and attach the sheet permanently to the card. 


Questions 27 To 30, INCLUSIVE, TO BE ANSWERED BY THE IMMEDIATE SUPERIOR 


(Note: One of these four questions deal with supervision. In case of doubt as 
to who is responsible for the supervision of the employee, the immediate superior 
should refer the matter to the librarian or his representative for decision.) 


Question 27. Customary title of position. Give the title of the position usually 
used for working purposes. ‘The office title -is often different from the payroll title. 


Question 28(a). Is this a full or part time position? A full-time position is one 
which requires the person holding it to be on duty the usual number of hours re- 
quired of library employees. 

Question 28(b). Is this an all or part year position? It is a part-year position 
if it is not filled reguiarly throughout the year; that is, if it is regularly filled only 
during certain seasons or months, such as the period before Christmas or the 
months during which school is in session. 


Question 28(c). No explanation is required. 


Question 29. Check the answers applicable or fill in the blanks to indicate the 
extent of your supervision over the employee holding this position. It is intended 
that this question will secure for the Committee exact information with regard to 
the amount and kind of supervision the immediate superior has over the employee 
filling the position. No explanation of the various parts of the question appears 
to be necessary. It should be pointed out, however, that this question is intended 
merely to get facts with regard to the supervision actually given the employee 
holding the position and not to find out how efficiently or inefficiently he does 
his work. 

Question 30. The immediate superior, by giving the date, signing his name, and 
giving his title, will indicate that he has himself answered questions 27 to 29, 
inclusive, to the best of his ability. 


QuEsTIONS 31 To 47, INCLUSIVE, TO BE ANSWERED BY THE EMPLOYEE 


Question 31. Check the answers applicable and fill in the appropriate blanks to 
indicate the extent to which you supervise or direct others. It is intended that this 
question will secure for the Committee exact information with regard to the 
extent to which the employee holding this position supervises or directs others. 
No explanation of the various parts of the question seem to be required. 


(Note: The Committee has made an analysis of library work which, as far as 
it can discover, includes all the different kinds of tasks commonly found in any type 
of library or library organization. It is desired that the employee holding the 
position will indicate, for each kind of work listed, whether he does that kind of 
work by showing, as nearly as he can determine, the actual number of minutes he 
gives to that task during the week covered by the study. It would add to the value 
of the data furnished the Committee if accurate records were kept for a week. If 
this is not considered feasible, however, the Committee would very much like to 
have the best estimate of the division of time which the employee holding the 
position can make; if necessary, he should consult with his immediate superior 
or others. It is suggested also that the employee describe his work briefly in his 
own words in the blank space under question 47. The information given in answers 
to questions 32 to 47 will be of value to the Committee only if it pertains to work 
actually done; no attempt should be made to describe duties which nominally are 
or formerly were attached to the position but which are not performed.) 
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Question 32. Book and periodical selection. ‘This includes any of the work neces- 
sary to a decision on books and periodicals to be purchased or on the titles of books 
to be included in lists for the use of library patrons. 

Question 32(a). Reading book reviews. No explanation is necessary. 

Question 32(b). Checking catalogues and lists. This includes looking through 
catalogues (either book catalogues or card catalogues) and lists for specific titles 
or for titles on specific subjects. 

Question 32(c). Making lists on subjects asked about. No explanation is necessary. 


Question 32(d). Listing books to fill in gaps in library collection. No explanation 
is necessary. 

Question 32(e). Listing books for children. No explanation is necessary. 

Question 32(f). Listing duplicates or substitutions. This involves making lists oi 
titles of extra copies needed or of titles of new books to be used in place ot out-ol- 
print books or books superseded for other reasons. 

Question 32(g). Discussing books in conference. ‘his refers to staff meetings at 
which books are discussed. 

Question 32(h). Examining books sent on approval. This may include either 
reading, or evaluation by other methods, of new books sent on approval by pub- 
lishers, with a view to their sale or inclusion in library lists. 

Question 32(1). Other related work. This is intended to include any detail of 
book selection work not mentioned above, such as preparing study guides for 
women’s clubs and other organizations. 

Question 33. Book and periodical ordering. This includes all the operations 
necessary in making out an order for books to be sent to a publisher or his agent. 

Question 33(a). Getting facts from trade catalogues. Among the facts are the . 
description of the edition, if there is a choice of editions, the author, the title, the 
publisher, and the price. 

Question 33(b). Making out order lists. This may vary from a simple letter 
written to a publisher or agent containing a list ot books wanted to the writing 
ot the intormation noted in (a) on order slips and copying trom slips to purchase 
sheets tor transmitting to publishers or their agents. 

Question 33(c). Checking and filing orders. \n libraries where order shps 
are made out as in (b), they are usually checked with the date ot the letter vot 
purchase and other details and then hiled. 

Question 33(d). Corresponding with publishers and book dealers. No explanation 
is necessary. 

Question 33(e). Acknowledging and recording gifts. No explanation is necessary. 

Question 353(f). Handling serials and continuations. When the publications or- 
dered are part ot a series or a periodical issue, they are sometimes called continua- 
tions or serials and the records are handled dititerently trom those ot ordinary 
volumes. HKxamples ot serials and continuations are year books and annual reporis 
ot societies. ‘Lime given to ordering periodicals is to be included under this heading. 

Question 33(g). Urdering government documents. No explanation is necessary. 

Question 33(h). Other related work. ‘Lhis includes ail book order work not in- 
cluded above, such as correspondence with toreign ofticers, agents, or publishers 
regarding publications ordered directly trom Europe. 

Question 54. Accessionimng. ‘Vhis includes all the work involved in recording the 
arrival ot the book in the ubrary. 

Question 34(a). Keeping accession records. ‘ihe accession records usually include 
the history ot the volume trom its entrance into the library to its tinal discarding ; 
among the iteins are the date ot arrival, the date of the bill on which the volume 
is listed, the number ot pages (pagination) and ot illustrations, and the accession 
number, as well as other tacts the lubrary may consider important. 

Question 34(b). Copying accession data in new books. ‘Vhe price, the date of pur- 
chase, the name ot the publisher or agent, and other important inlormation taken 
directly trom bills are oiten written in the new volume. 


Question 34(c). Stamping new books. ‘This includes the stamping of the accession 
number or the further elaborate stamping of library seals and identification marks 
in new books. 

Question 34(d). Other related work. This includes any accessioning work not 
specifically mentioned above, such as the procedure in keeping accession records 
of gifts, if a separate or different record is kept. 
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Question 35. Classification. This includes all the work necessary for assigning 
the book to the class or subject to which it belongs. 

Question 35(a). Assigning classification numbers. This includes a sufficient read- 
ing of the book to find out the subject matter, so that a number or letter repre- 
senting this subject matter may be assigned to it. It sometimes further involves 
a search of library catalogues or shelves to find out to what class similar books 
have been assigned. 

Question 35(b). Assigning subject headings. This means the headings used in a 
card (or other) catalogue, each heading representing a subject, under which are 
listed the titles of all the books on that subject which the library possesses. These 
subjects are assigned when the book is classified as in (a). 

Question 35(c). Assigning book numbers. This means the numbers assigned to 
the book to indicate the position of the book on the shelf among other works on 
the same subject. The book number is usually a symbol or a combination of figures 
and letters indicating the author’s name and the title of the book. 

Question 35(d). Other related work. This includes special classification work, 
such as that with books in a foreign language. 

Question 36. Cataloguing. This means the making of entries, such as subject 
heading, author, title, and cross references, on cards or elsewhere for each book. 

Question 36(a). Reference and research work. This includes such work as com- 
parison of a proposed entry with the entry for the same book in some other library 
and any other work which helps in getting the author’s correct name and the correct 
or accepted spelling of subject headings, and research which assists the cataloguer 
in making decisions as to how much of the title is to be reproduced on the card 
or, if a book catalogue, in the entry. 

Question 36(b). Writing cards by hand. No explanation is necessary. 

Question 36(c). Typing cards. No explanation is necessary. 

Question 36(d). Revising cards. No explanation is necessary.. 

Question 36(e). Shelf listing. This includes the making of a separate catalogue 
(either in a book or on cards) in which the entries are the titles of the books 
arranged as the books are arranged on the shelves. 

Question 36(f). Filing cards. This involves arranging cards alphabetically and 
then filing them with the other cards in the card catalogue. 

— Question 36(g). Preparing copy and reading proof. This includes work involved 
in preparing copy for printed or multigraphed cards and reading the proof. 

Question 36(h). Other related work. This includes any cataloguing operation not 
specifically mentioned above, such as taking cards from the catalogue to add infor- 
mation as to additional volumes. 

Question 37. Preparing books for shelves. This includes the physical prepara- 
tion of the book for loan to or use by readers. 

— Question 37(a). Writing, printing, and posting numbers in books. No explana- 
tion is necessary. 

Question 37(b). Shellacing books or labels. No explanation is necessary. 

Question 37(c). Pasting slips in books. No explanation is necessary. 

Question 37(d). Stamping or writing notices in books. This means notices rela- 
tive to “one week” books or “pay copies” and other information relating to par- 
ticular classes of books. 

Question 37(e). Pasting book plates and pockets i books. No explanation is 
necessary. 

Question 37(f). Making out book cards. This relates to the books which are 
circulated or given out to the public, for each one of which a book card i is made 
and usually kept in the book itself. 

Question 37(g). Other related work. This includes any and all of the special 
preparation considered necessary by certain libraries, such as covering books. 

Question 38. Other book work. No explanation is necessary. 

Question 38(a). Mending books. No explanation is necessary. , 

Question 38(b). Binding and rebinding hooks. This means the actual binding or 
rebinding of books, not temporary repair. 

Question 38(c). Discarding books. This includes those changes in or additions to 
the records which show that the book has been discarded, as well as the necessary 
stamping or writing in the book itself to show it is a discarded copy. 
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Ouestion 38(d). Cleaning and mending books. No explanation is necessary. 

Question 38(e). Examining books for mending, binding, or discarding. This in- 
cludes looking over the books to see whether they should be mended, bound, or 
discarded. 

Question 38(f). Other related work. This includes odd jobs not included else- 
where, such as taking an inventory of books in the library. 


Question 39. Registration. This includes any and all records of the name and 
address of borrowers as kept by the library. 

Question 39(a). Dealing with new readers. This includes work at a special or 
other desk to which readers go to ask questions and fill out application forms. 

Question 39(b). Passing upon applications. This includes the comparison of the 
application signed by the borrower and his reference with the city directory or other 
source of information to verify addresses or the writing of a postal card to the 
address given. 

Question 39(c). Lost card work. This includes the work involved when borrowers 
lose cards and have to obtain new ones by paying a nominal fee or otherwise. 

Question 39(d). Handling changes of address. No explanation is necessary. 

Question 39(e). Renewing applications. Cards given to readers at the time of 
application for registration are usually dated to expire at a certain fixed time. 
When the card has been used the full time, new cards and possibly new records 
are necessary. 

Question 39(f). Other related work. This includes any registration work not spe- 
cifically mentioned above, such as checking up addresses on the daily report of 
contagious diseases sent out by the city health officer. 

Question 40. Circulation. The circulation of books relates to all the work involved 
in readers’ taking books out of and returning them to the library. 

Question 40(a). Helping readers on the floor. This means giving assistance to 
readers on the floor when they need help in selecting or finding what they want. 

Question 40(b). Answering readers’ questions. No explanation is necessary. 

Question 40(c). Charging and discharging books. This may mean writing the bor- 
rower’s name, stamping books and cards, or any other operation which records 
the facts for the borrower and for the library concerning the taking of the book 
from the library and its return. 

Question 40(d). Handling reserves. This includes the work involved when bor- 
rowers are allowed to have books reserved for them by any system. 

Question 40(e). Handling overdues. This means the work involved when cards, 
letters, or other notices are sent to borrowers who have kept their books too long. 

Question 40(f). Sorting and filing book cards. This includes the work involved 
in filing book cards by date, classification number, author’s name, or otherwise. 

Question 40(g). Counting book cards. This includes counting for circulation 
statistics. 

Question 40(h). Slipping or carding books. ‘This includes work involved in keep- 
ing track of books loaned to readers under charging systems which require that the 
card belonging to the book be kept at the library and when the book is returned 
be taken out of the file and put back in the book. 

Question 40(1). Keeping circulation statistics. ‘This includes the daily, weekly, or 
monthly posting of the count of book cards taken as in (g) on ledgers or sheets 
and the securing of the totals at the end of the month and year. 

Question 40(7). Revising shelves. When readers have access to shelves the books 
get out of place and must be put in their proper order. 

Question 40(k). Getting out and replacing books. This includes the work in- 
volved in getting books from the shelves or in replacing them on the shelves when 
they are returned. 

Question 40(1). Other related work. This includes any of the work of lending 
books to readers not specifically mentioned above, such as lending certain books for 
summer reading, for which special records must be kept. 

Question 41. Children’s library work (other than circulation). This involves any 
of the work with children if this is done separately from the regular work of the 
library. 

Question 41(a). Registration work. This includes any work involved in having 
the children read a pledge to keep the books clean before signing their own names in 
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a register, and it may involve calling at their homes to obtain the signatures of the 
parents. 


Question 41(b). Reference work. This includes the answering of questions relat- 
ing to school or other problems. 


Question 41(c). Story hour work. If the librarian or assistant tells stories to 
groups of children, the time devoted to such work is to be indicated here. 


Question 41(d). Club work. Sometimes children’s clubs are supervised or con- 
ducted by members of the library staff and meet in the library. Time spent on 
preparation for or in such work should be indicated here. 


Question 41(e). Visiting schools. No explanation is necessary. 
Question 41(f). Visiting homes. No explanation is necessary. 


Question 41(g). Preparing bulletins and lists. If special picture bulletins and lists 
are prepared for children, the time spent on them should be indicated here. 


Question 41(h). Other related work. This includes children’s library work not 
specifically mentioned above, such as the examination of soiled or torn books. 


Question 42. Reference and related work. This includes the answering of ques- 
tions or the solving of problems presented by patrons of the library. 


Question 42(a). Answering telephone questions. No explanation is necessary. 


Question 42(b). Making wanted lists. When a reader wants a list of books on 
German opera, for example, or any other specific, stated subject, the time spent 
in preparing it should be indicated here. 

Question 42(c). Making lists on timely subjects. This includes the preparation of 
lists on subjects which have been or may be asked about, such as lists on gardening. 

Question 42(d). Looking up information for callers. This involves searching for 
answers to questions while the person waits for his answer. 

Question 42(e). Looking up information for answers to letters. This includes 
looking up the information needed to answer inquiries and requests which come in 
by letter. 


Question 42(f). Collating books. This means looking through books (usually art 
books or scientific books containing valuable plates) to see that no pages, plates, 
or pictures are missing. 

Question 42(g). Proofreading printed lists. No explanation is necessary. 

Question 42(h). Reading, checking, and clipping periodicals and book reviews. 
This includes the hasty or careful reading of periodicals, newspapers, and book 
reviews day by day for new reference material to be used in answering readers’ 
questions. 


Question 42(1). Preparing material for the “vertical file.” This includes all work 
involved in mounting clippings on stiff paper or putting them in envelopes and 
classifying pamphlets and other material preparatory to filing it in a large letter 
file or in pamphlet cases. 

Question 42(7). Picture collection work. This includes the choosing, mounting, 
and filing of pictures for special collections. 

Question 42(k). Revising shelves. ‘This includes keeping the books used specially 
for reference by the public in their proper places on the shelves. 

Question 42(l). Other related work. ‘This includes any special reference work 
not specifically mentioned above done for a special class of readers, such as engi- 
neers, architects, artists, or teachers. 


Question 43. Periodical room work. This includes the supervision and record- 
keeping work necessary in a separate periodical room used by the readers. 


Question 43(a). Helping readers. No explanation is necessary. 
Question 43(b). Recording periodicals received. No explanation is necessary. 


Question 43(c). Putting periodicals nto binders and folders. No explanation is. 
necessary. 

Question 43(d). Preparing periodicals for circulation. This includes all work in 
preparing periodicals for loaning to the public, such as strengthening them in some 
way and pasting in labels and book pockets. 

Question 43(e). Preparing periodicals for binding. ‘This inclues all the necessary 
examinations for defects in paging, as well as tying up magazines into ‘the proper 
volumes. 
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Question 43(f). Writing for indexes. This iricludes work involved in sending for 
those indexes which have to be specially requested. 


Question 43(g). Keeping bindery records. This includes the records of the time 
of sending, volume numbers, and any other data considered necessary. 


Question 43(h). Handling exchanges. Exchanges refer to the periodical publica- 
tions of various sorts which may come in, in return for the publications of the 
library or library organization, such as the exchanges received by the United States 
Department of Agriculture or by a college or university library. 


Question 43(1). Other related work. This includes any special work done in the 
periodical room, such as keeping newspaper records. 


Question 44. Extension and related work. Extension work includes in general 
any work done outside the library. 


Question 44(a). Stations and deposits. This includes any work with collections of 
books placed in stated places, such as drug stores or fire stations, and changed at 
stated intervals. 


Question 44(b). Traveling libraries. This includes any work with collections of 
books sent out to outlying districts by a state, city, county, or township library or 
comunission. 


Question 44(c). Home libraries. This includes any work with collections of books 
deposited in the home of some individual for the use of a neighborhood in isolated 
communities or in congested districts. 


Question 44(d). Work in institutions, factories, etc. No explanation is necessary. 


eciuon 44(e). Book wagon work. This includes all work where wagons loaded 
with a collection of books make trips through isolated country districts. 


Question 44(f). School library work. This includes all work (including the time 
taken in going back and forth) spent in visiting schools in connection with library 
work, in giving instruction to classes in school with regard to the library and its 
work and service, in selecting and purchasing books to be sent to schools as a 
school library, by ‘the term, month, or week, and in record-keeping work in connec- 
tion with school collections. 


Question 44(g). Forming outside contacts. This includes all extension work not 
specifically provided for elsewhere involved in meeting and conferring with people. 


Question 44(h). Other related work. This includes any special extension work 
undertaken by a library or library organization and not specifically mentioned else- 
where in this questionnaire, such as the work of a business branch or department. 

Question 45. Clerical work. This includes the stenographic, typing, bookkeeping, 
filing, and other clerical work of a general character such as has to be done in the 
administration of large organizations. It does not include such work as putting 
books on shelves, keeping records of books, or typing cards to go into the indexes 
of books. 

Question 45(a). Bookkeeping and related work. This includes all work connected 
with the library finances, such as checking bills and vouchers (except possibly for 
books), making up payrolls, writing checks, posting entries in the budget accounts, 
and preparing the annual financial statement. The work should be described in 
detail in the blank space under #47. 

Question 45(b). Filing. This includes all general filing of correspondence, papers, 
and sheets (but not of books or of records directly concerned with books). The 
work should be described in detail in the blank space under #47, including the 
kind of files maintained and the different tasks involved in the filing. 

Question 45(c). Typing. This includes all general typing of papers, form letters, 
and correspondence, including the transcription of dictating machine records or 
typing directly from dictation. The work should be described in detail in the blank 
space under #47, including the kind and volume of material typed and its difficulty. 

Question 45(d). Taking dictation and transcribing notes. This includes the taking 
of general dictation in shorthand or by machine and transcribing the notes. The 
work should be described in detail in the blank space under #47, including the person 
or persons from whom dictation is taken, the general character of the dictation taken, 
the difficulty of the content and vocabulary, and the extent to which correspondence 
is answered without dictation, either independently or from oral instructions. 

Question 45(e). Dictating correspondence. This includes all work involved in dic- 
tating correspondence, in looking up information preparatory to the actual dictation, 
and in reviewing, correcting, and signing the transcribed notes. The work should 
be described in detail in the blank space under #47 below. 
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Question 45(f). Keeping personnel records. ‘This includes all record-keeping work 
in connection with the selection, appointment, promotion, transfer, separation, leave, 
hours of work, and home address of employees. If desired the details may be 
given in the blank space under #47. 


Question 45(g). Purchasing, storing, and issuing supplies and equipment. This 
includes all work connected with the buying, storing, and issuing of any kind of 
supplies and equipment used in the library other than books. The work should be 
described in detail in the blank space under #47, including the kind, amount, and 


value of the supplies, the records kept, the procedure followed, and the devices 
used to prevent waste. 


Question 45(h). Mimeographing and multigraphing. This includes all work in- 
volved in manifolding cards, form letters, and other documents, other than the 
preparation of copy, the cutting of stencils, and the reading of proof. 


Question 45(1). Other clerical work. This includes any general clerical work not 
specifically mentioned above. The work should be described in detail in the blank 
space under #47. 


Question 46. Administrative and related work. This includes any work involved 


in the administration of the library or library organization not specifically mentioned 
elsewhere. 


Question 46(a). Interviewing and examining applicants for positions. This in- 
cludes time spent in personal interviews, in drawing up examination questions, in 
rating papers if examinations are given to library applicants as a basis for 
appointment to the library staff or for promotion, and other similar work. 

Question 46(b). Instructing new appointees. This includes time spent in giving 
individual or class instruction. 


Question 46(c). Teaching library training classes. No explanation is necessary. 
Question 46(d). Interviewing publishers’ agents. No explanation is necessary. 


Question 46(e). Visiting branches and stations. This‘includes time spent in visits 


of inspection or special visits, such as escorting visitors to library branches or 
stations. 


Question 46(f). Conducting or attending staff meetings. No explanation is 
necessary. 


Question 46(g). Doing publicity and personal contact work, including personal 
interviews. This includes all time spent by the librarian or others in entertaining 
and interviewing visitors, in addressing committees of the legislature or city council, 
women’s clubs, or associations in order to explain the use and importance of the 
library, or in securing the effective use of assembly or other rooms used for club 
work or other public purposes. 


Question 46(h). Preparing and delivering speeches and articles. No explanation 
is necessary. 

Question 46(1). Conferring with staff members. This includes time spent in con- 
ferring with superior, coordinate, or subordinate members of the staff in order io 
bring about proper coordination of the work, to discuss common problems, or to 
clarify instructiG@s. : (rR: OF THE 

Question 46(;). Making chelntes for staff. This includes all time devoted to 
interviews with staff members with regard to leave and absence as well as actual 
work sesame 6.1 29 1924 ie ne 

Question 46(k). Other retdicd* work. This includes other general administrative 
work, such as supervision of building plans or the construction of new buildings. 

Question WV@hen wark af pugiparacter not included above. Describe here any 
work done not mentioned elsewhere, such as giving general information to callers. 
Use this space also to give details as to any work mentioned but not fully covered 
elsewhere; also to describe your work in your own words if the analysis in questions 
#32 to #46 is not such as to give a good picture of the work you do. Make 
reference to the number of the question if you write a supplementary explanation 
to one or more questions. If you tell about your work in your own words, describe 
each task in a separate paragraph and give the number of minutes spent on each 
during the week covered by the study. 


Question 48. Give the date, your signature, and the title of your position as 


evidence that you have yourself answered questions #6 to #17 and #31 to 
#47 to the best of your ability. 


12 


